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LOGISTICS

SUPPLY
PROCUREMENT AND USE OF FILING CARINETS
1. This notice esteblishes conditions under which the logistics

Office will meet Agency requirements for letter-or legal.size filing
cabinets, including combinstion-lock safe cabdinets.

2. Al regquisitiocns for letter-snd legsl-.size filing cebinets

will be routed through the appropriate Ares Records Offieer vho will
be respongible for emtering emd signing the following certification
on the reguisition:

This certifies that this office has camplied with
the ut{lization provisions of Agency Notice| ] 23X1A
Procurement and Use of Filing Cabinets..

fren Records Officer, (Component)
3. Defore requesting additional cebinets, each component shall

survey all cabinets in its possession and will effect meximm utilization
throughs

&. Trensfer of insctive records to the Agency Records Center.

b. Dlspossl of records in accordance with aschedules which
haw:hﬁm:nwnnwabwt&ai&m&ﬁsﬂﬁmmam&tnwﬂmkn,Hmm@ummt
‘Haflt. The , M 60 InCLuies

¢. Removal of office swplies, unclassified publications,
and other nonreeord material from filing cabinets.

4. Use of latter-aize cebinets vhen legal-size meterisl
emmximmslsmsthn:éagmnumteﬁ'uuzmmmmﬁxitatm filed there-
in,

e. Centralization of files in vault areas, where femsible,
bagmnﬁtzma<ﬁﬁmammﬁa\ntmxmikx£siﬁsﬁuﬁ:ﬁ'aﬂhwmmn
cabinets.

Approved For Release 2002/05708 : QAR 55,5;54718A001500160058-7



L AasIEIME ”
Approved For Release’ m@ﬂ@&?ﬁé%T&MR%)PR-MH8A001500160058-7
25X1A

25X1A

5, Excess cebinets developed as & result of the swrvey prescridbed in
paragrsph 3 above sre to be immedistely reported to the Building Supply
Office for dlasposition and return to stock.

6. Ageacy procurement of safe-type cabinets hes besw tesporarily

suspended swaiting spprovel bty an interdeparinental cosmpsittee of &
more secure cgbinet, and a%t the present time the Agency supply of

cabinets is criticelly low. It is necessary at present, therefore, to
i1l a request only where the need is urgent. The procedures

in this notice as standard procedures should be put into prectice

immedintely and be followed most carefully at this time.

FOR THE DIRECTOR OF CENTRAL INTELLICGERCE:

/.4/

L. X, WEITE
Deputy Director
{rdministration)
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